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3 
O R D E R . 
At a General Session of the INTERSTATE COMMERCE 
COMMISSION, held at its office in Washington, D. C., 
on the 17th day of June, A. D. 1913. 
The matter of the determination of the operating, accounting, and 
financial papers, records, books, blanks, tickets, stubs, and documents 
of carriers by water which may, after a reasonable time, be destroyed 
being under consideration: 
It is ordered, That the following Regulations to Govern the 
Destruction of Records of Carriers by Water, First Issue, be, and they 
hereby are, approved; that a copy thereof, duly authenticated by the 
Secretary of the Commission, be filed in its archives, and a second 
copy thereof, in like manner authenticated, be filed in the office of 
the Division of Carriers' Accounts; and that each of the said copies 
so authenticated and filed shall be deemed an original record thereof. 
It is further ordered, That the said Regulations be, and they hereby 
are, prescribed for the use of carriers by water subject to the pro-
visions of the amended act to regulate commerce, in the destruction 
of accounts, records, and memoranda; and that a copy of the said 
regulations be sent to each and every such carrier and to each and 
every receiver or operating trustee of any such carrier. 
It is further ordered, That each and every such carrier be, and it 
hereby is, permitted to destroy the accounts, records, and memoranda 
named in the said Regulations after preserving the same for the 
periods of time respectively specified and upon complying with the 
requirements of the regulations. 
It is further ordered, That all accounts, records, and memoranda of 
such carriers, other than those the destruction of which is permitted 
in the said Regulations, shall remain under the prohibition of destruc-
tion contained in section 20 of the amended act to regulate commerce. 
It is further ordered, That the said Regulations to Govern the 
Destruction of Records of Carriers by Water, First Issue, shall become 
effective on July 1, 1913. 
By the Commission. 
[SEAL.] GEORGE B. MCGINTY, 
Secretary. 
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REGULATIONS TO GOVERN THE DESTRUCTION OF 
RECORDS OF CARRIERS BY WATER. 
NOTE.—The act to regulate commerce prohibits the destruction of any accounts, records, or memoranda 
except upon orders of the Interstate Commerce Commission. These regulations pertain only to the 
accounts, records, and memoranda named or described herein. All other accounts, records, and memo-
randa remain under the prohibition of destruction contained in section 20 of the act. It is expected that 
these regulations will be supplemented from time to time if it develops that the destruction of any other 
accounts, records, and memoranda is desirable and may properly be permitted. 
Destruction authorized. 
1. Carriers may destroy the accounts, records, and memoranda 
named in paragraph 17 (other than those marked "Permanently") 
at their option after having preserved them for the specified periods 
of time and upon complying with the requirements of these regula-
tions. 
Executive officer having supervision over destruction. 
2. An executive officer should be appointed by the Board of Direc-
tors to have supervision over the destruction of accounts, records, 
and memoranda. Such officer may be given general supervision 
over the destruction of all accounts, records, and memoranda the 
destruction of which is permitted by these regulations, or his authority 
may be limited to certain accounts, records, and memoranda speci-
fied by the Board of Directors. A copy of the resolution of appoint-
ment by the Board of Directors should be filed with the Commission 
before the destruction of any of the accounts, records, or memoranda 
involved. 
3. If the property of a carrier is in the hands of a receiver or operat-
ing trustee, the executive officer to have supervision over the destruc-
tion of accounts, records, and memoranda should be designated by 
the receiver or trustee. A copy of the order of the receiver or trustee 
designating such officer should be filed with the Commission before 
the destruction of any of the accounts, records, or memoranda in-
volved. 
4. In designating an officer to have general supervision over the 
destruction of accounts, records, and memoranda, it would be prefer-
able to designate such officer by title only, rather than by name and 
title, and thus obviate the necessity of filing a new resolution each 
time a successor in the office is appointed. 
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Written authority of the officer having supervision over destruction. 
5. When any accounts, records, or memoranda are to be destroyed 
the officer having supervision over the destruction of accounts, 
records, or memoranda (as designated in compliance with para-
graphs 2 and 3) should issue a written authority to the person or 
persons who are to destroy the accounts, records, or memoranda. 
This written authority should state in a formal manner: 
First. The person or persons whose duty it shall be to destroy the accounts, 
records, or memoranda named; 
Second. A list of the accounts, records, or memoranda to be destroyed, expressed 
either in form numbers or by descriptive titles; and, 
Third. The period or periods covered by the accounts, records, or memoranda 
the destruction of which is authorized. 
6. The authority may be confined to certain accounts, records, 
and memoranda which have been retained for the periods of time 
specified in these regulations and which the carrier then desires to 
destroy, or an authority of continuing effect may be given to destroy 
the accounts, records, and memoranda named herein as the periods 
of retention of such accounts, records, or memoranda attain the 
periods specified herein. 
7. Such written authority, or a certified copy thereof, should be 
filed in the office of the issuing officer as a permanent part of the 
carrier's records. I t is not required at present that copies of the 
written authorities be filed with the Commission. 
Certificate of destruction. 
8. The person or persons upon whom devolves the immediate duty 
of destroying the accounts, records, or memoranda of the carrier under 
the authority referred to in paragraphs 5 and 6 should make certificate 
setting forth that the accounts, records, or memoranda listed in the 
said authority have been destroyed and that no other accounts, 
records, or memoranda than those so listed have been destroyed 
therewith. 
9. In case the authority referred to in paragraphs 5 and 6 is of 
continuing effect and applies to all accounts, records, and memoranda 
as the periods of retention attain to the periods hereinafter specified, 
a certificate of destruction should be made each time any accounts, 
records, or memoranda are destroyed, showing the accounts, records, 
or memoranda destroyed, expressed either in form numbers or by 
descriptive titles, and the period or periods. 
10. Certificates of destruction should be forwarded to the officer 
having supervision over the destruction of accounts, records, and 
memoranda who issued the written authority, and should be retained 
in his office as a permanent part of the carrier's records. I t is not 
required at present that copies of the certificates of destruction be 
filed with the Commission. 
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Cremation committee for the destruction of certain records. 
11. At the option of the carrier the Board of Directors may name 
a cremation committee to destroy canceled stock certificates, bonds, 
or other records covered by item 12 of paragraph 17 in lieu of dele-
gating the authority for the destruction to an officer as provided in 
paragraph 2. A copy of the resolution of the Board of Directors 
naming such committee should be filed with the Commission before 
the cremation of any of the records involved, and a cremation cer-
tificate should be permanently retained by the carrier. 
Joint bureaus and agencies. 
12. These regulations apply also to the destruction of accounts, 
records, and memoranda of traffic associations, demurrage bureaus, 
and other joint agencies maintained by or on behalf of carriers by 
water. If the accounts, records, or memoranda to be destroyed per-
tain to one carrier only, a written authority as defined in paragraphs 
5 and 6 should be obtained from the executive officer having super-
vision over the destruction of accounts, records, and memoranda of 
the carrier concerned, and a certificate of destruction as defined in 
paragraphs 8 and 9 should be filed with such officer. If the accounts, 
records, or memoranda pertain to two or more carriers, a written 
authority should be secured from the proper officer of each of the 
carriers concerned and a certificate of destruction should be filed with 
each such officer. 
Nonoperating companies. 
13. A company owning or controlling water line property which 
it does not operate but which it leases to others for operating pur-
poses should observe these regulations in case it desires to destroy 
any of its corporate or financial accounts, records, or memoranda. 
Method of destruction. 
14. The precise method of the destruction of accounts, records, or 
memoranda is not prescribed. The Commission is not concerned with 
the method of destruction, whether by fire or otherwise, so long as 
the destruction is authorized and a certificate of destruction is filed 
as required by these regulations. 
15. If the accounts, records, and memoranda are not actually 
destroyed by the carrier but are disposed of by sale or otherwise, the 
certificate of destruction should show the disposition made of them 
rather than their actual physical destruction. Attention is called to 
section 15 of the act to regulate commerce, which provides that a 
carrier shall not divulge to any person information concerning the 
business of a shipper which might be used to his harm. Respon-
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sibilty of the possible infringement of this provision of the law would 
rest with the carrier disposing of its records by other than actual 
destruction. 
Accidental destruction of accounts, records, and memoranda. 
16. If any accounts, records, or memoranda are destroyed acci-
dentally by fire, flood, or other calamity, a statement should be pre-
pared listing as far as may be possible the records destroyed and detail-
ing the circumstances in connection with the fire or other calamity. 
This statement should be authenticated by an officer or some respon-
sible employee of the company and should be filed with the officer 
having supervision over the destruction of accounts, records, and 
memoranda. A copy of the statement should be filed promptly with 
the Commission. 
List of accounts, records, and memoranda, and periods of retention. 
17.— 
NOTE.—Only the more important accounts, records, and memoranda which are to be retained 
permanently are included in the list. They are listed in order that they may not be confused with 
any accounts, records, or memoranda for which permission to destroy is herewith given. 
Description of accounts, etc. Period to be retained. 
GENERAL AND FINANCIAL. 
1. General and auxiliary ledgers and indexes thereto 
2. Trial-balance sheets of general and auxiliary ledgers 
3. General and auxiliary journals 
4. General and auxiliary cashbooks (except cashbooks at 
agencies provided lor in item 34). 
NOTE.—If any receipts or payments are entered in the aggre-
gate in the general cashbook and are detailed only on loose 
sheets, such loose sheets constitute an auxiliary cashbook 
when no other permanent record of the items thereon is made. 
5. Capital-stock records: 
(a) Capital-stock ledger 
(6) Capital-stock certificates, record of or stubs of... 
(c) Stock-transfer register 
(d) Memoranda and bills of sale or transfer of capital 
stock. 
(e) Canceled capital - stock certificates. (See 
item 12.) 
6. Journal vouchers: 
(a) Journal vouchers, journal entries, department 
bills, and supporting papers, except as pro-
vided for in item 10. 
(b) Slips or statements giving the posting of mis-
cellaneous receipts and payments of funds. 
7. Records of interest coupons, paid and unpaid 
8. Register of accounts receivable bills 
9. Miscellaneous bills for collection: 
Accounting department copies of bills issued for col-
lection. 
10. Real property and equipment records: 
(a) Records and memoranda of cost or inventory 
value of real property and equipment. 
(b) Records and memoranda showing in detail all 
the items pertaining to expenditures for real 
property and equipment. 
Permanently. 
Permanently. 
Permanently. 
Permanently. 
Permanently. 
Permanently. 
Permanently. 
3 years. 
6 years. 
1 year after current year. 
Permanently. 
Permanently. 
6 years. 
Permanently. 
Permanently. 
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GENERAL AND FINANCIAL—continued. 
10. Real property and equipment records—Continued. 
(c) Records and memoranda pertaining to depre-
ciation, retirement, and replacement of 
equipment and other property; also histori-
cal records of equipment and other property. 
(d) Receipted pay checks, certificates issued for 
wages, time tickets, and other evidences of 
payment for services rendered by employees 
in connection with real property and equip-
ment, if full information concerning the ex-
penditure and the distribution of the charge 
is shown on pay rolls or other records retained 
according to item (b) above. 
11. Special authorities for expenditures: 
(a) Estimates and special authorities for expendi-
tures for maintenance and improvements. 
(b) Detail records and memoranda pertaining to 
such estimates, if summarized in records 
covered by item (a) above. 
12. Stock certificates, bonds, notes, mortgages, interest 
coupons, and temporary certificates taken up and 
canceled. 
NOTE.—The certificates of destruction should give full de-
scriptive reference to the documents destroyed and should be 
made by the person or persons appointed by the executive officer 
having supervision over destruction of records or by a cremation 
committee appointed directly by the board of directors. (See 
par. 11, p. 9.) When such documents are secured by mortgages, 
the certificates of destruction should also be authenticated by 
representatives of the trustees acting in conjunction with the 
cremation committee or should have the trustees' acceptance 
thereon. 
13. Minute books 
14. Annual reports or statements to stockholders, file 
copies of. 
15. Proxies of holders of voting securities 
16. Deeds and other title papers 
17. Contracts and agreements: 
Contracts and agreements affecting traffic, opera-
tions, charters, and general matters of the 
carrier except those pertaining to construc-
tion and the purchase of real property and 
equipment provided for in item 10, and those 
provided for in item 33. 
18. Remittances: 
(a) Agents', pursers', and stewards' remittance 
slips, bank-deposit slips, and supporting 
papers, not provided for elsewhere. 
(b) Statements furnished by depositaries showing 
amounts deposited by agents and others. 
19. Insurance records: 
Records pertaining to the payment of insurance 
premiums and to insurance recoveries except 
as provided in item 10. 
REVENUE. 
20. Records of passenger revenue: 
All records summarizing the debits and credits 
to passenger revenue arising from settlements 
with agents and others, and from settlements 
with other carriers, including baggage reve-
nue, chair, stateroom, and special-service 
revenue, mail revenue, express revenue, and 
other passenger revenue; also records and 
reports of passenger associations and bureaus. 
Permanently. 
6 years. 
Permanently, 
3 years. 
May be destroyed at 
option of carrier. 
Permanently. 
Permanently." 
2 years. 
Permanently. 
8 years after expiration. 
3 years. 
3 years. 
6 years. 
6 years. 
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Description of accounts, etc. 
REVENUE—continued. 
21. Records of freight revenue: 
All records summarizing the debits and credits to 
freight revenue arising from settlements with 
agents and others, including lighterage and 
towage revenue, and from settlements with 
other carriers. 
22. Records of revenue from operations other than trans-
portation : 
Details and summaries of revenue from wharf 
privileges, parcel rooms, storage, demurrage, 
wireless and telephone service, rents, and 
of miscellaneous revenue. 
Period to be retained. 
D I S B U R S E M E N T S . 
6 years. 
6 years. 
Permanently. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
Permanently. 
6 years. 
6 years. 
6 years. 
3 years. 
6 years. 
6 years. 
23. Register of vouchers payable and indexes thereto 
24. Vouchers: 
(a) All vouchers or accounts payable and supporting 
papers, paid drafts, and canceled checks, 
except as provided in item 10. (See item 
27 6.) 
(b) Stubs of bank check books 
25. Pay rolls: 
(a) Pay rolls, including evidence and description 
of service performed, except as provided in 
item 10. 
(6) Records and memoranda pertaining to deduc-
tions from pay rolls. 
26. Receipts of employees for pay: 
Receipted pay checks, receipted pay rolls, cer-
tificates issued for wages, time tickets, and 
- other evidences of payment for services ren-
dered by employees, except as provided in 
item 10. 
27. Claims: 
(a) Claim registers, card or book indexes, and other 
records in connection with the recording of 
overcharge, loss and damage, personal injury, 
fire, and other claims. 
(6) All papers substantiating claims, whether such 
papers are attached to vouchers or filed sepa-
rately. (See item 24.) 
(c) Records showing the details of authorities 
issued in favor of other carriers for freight 
claims. 
28. Distribution and summary of labor expenditures: 
(a) Records showing the detailed distribution of 
labor expenditures charged to all accounts, 
including memoranda and memorandum re-
capitulation sheets, except as provided in 
item 10. 
(6) Work orders, job tickets, and other papers cover-
ing the application of labor, the details of 
which have been transcribed into other rec-
ords for retention. 
29. Materials and supplies: 
(a) Records of materials and supplies on hand and 
detail papers of inventories taken. 
(6) Bids, offers, copies of orders and correspondence 
pertaining to the purchase of materials and 
supplies. 
DESTRUCTION OF RECORDS OF CARRIERS BY WATER. 13 
Description of accounts, etc. Period to be retained. 
DISBURSEMENTS—continued. 
29. Materials and supplies—Continued. 
(c) Records showing the detailed distribution of 
expenditures for materials and supplies 
charged to all accounts, including memoranda 
and memorandum recapitulation sheets, ex-
cept as provided in item 10. 
(d) Work orders, job tickets, and other papers cover-
ing the application of materials and supplies, 
the details of which have been transcribed 
into other records for retention. 
(e) Requisitions and receipts for materials and 
supplies issued, if full details are included 
in other records for retention. 
30. Taxes: 
Records pertaining to the assessment and payment 
of taxes. 
TRAFFIC AND OPERATING. 
31. Pursers' and stewards' reports: 
(a) Reports of cash collections 
(6) Reports of tickets collected or honored 
(c) Reports of passes collected or honored. (See 
item 37l.) 
(d) Reports of passengers carried 
(e) Reports of baggage handled 
(f) Reports of freight and other traffic handled 
(g) Balance sheets and supporting papers 
32. Agents' reports: 
(a) Reports of t icket sales 
(b) Baggage reports 
(c) Reports of freight forwarded and received 
(d) Reports of miscellaneous collections 
(e) Balance sheets and supporting papers 
33. Bills of lading and releases: 
(a) Copies of bills of lading issued 
(b) Shippers order notify bills of lading taken up and 
canceled. 
(c) Contracts covering risks of carriers in transporta-
tion and storage. 
(of) Shipping tickets 
(e) Dray tickets 
34. Agency records: 
(a) Transfer records of freight received from and 
delivered to connecting carriers. 
(b) Records of freight received and freight delivered. 
(c) All records at stations, wharf offices, pursers' and 
stewards' offices, and other agencies not other-
wise provided for herein. 
35. Tariffs and other rate authorities: 
(a) Tariffs, classifications, division sheets, and 
circulars in which the carrier is interested 
relative to the transportation of persons or 
property, in the general files of the traffic or 
other department in which the complete 
official file is maintained. 
(b) Tariffs, classifications, division sheets, and 
circulars in other departments and at agencies, 
if copies of the same issues of such tariffs, 
etc. , are preserved in the general files referred 
to in item (a) above. 
6 years. 
3 years. 
1 year. 
6 years. 
6 years. 
3 years. 
3 years. 
3 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years after expiration 
or cancellation. 
May be destroyed at 
option of carrier after 
expiration or cancella-
tion. 
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TRAFFIC AND OPERATING—continued. 
35. Tariffs and other rate authorities—Continued. 
(c) Special or reduced rate orders, and supporting 
papers, covering the movement of passengers 
or property. 
(d) Requests and receipts from agents and others 
for tariffs, classifications, division sheets, and 
circulars. 
(e) Copies of concurrences filed with the Interstate 
Commerce Commission. 
36. Tickets: 
(a) Copies of orders on printing houses for ticket 
stock. 
(b) Record of ticket stock received, issued, and de-
stroyed. 
(c) Requisitions and receipts for tickets furnished 
agents, pursers, and stewards. 
(d) Used or canceled passenger-fare tickets, chair 
tickets, stateroom tickets, meal tickets or 
checks, prepaid orders, exchange checks, and 
storage checks the reports of which, showing 
their sale or issue, have been audited. (See 
item 37i.) 
(e) Unissued or unused tickets, if a complete record 
is kept in accordance with item (6) above. 
(f) Inventories of tickets in hands of agents 
37. Passes and free tickets: 
(a) Copies of orders on printing houses for pass books. 
(6) Records of pass stock received, distributed, and 
destroyed. 
(c) Requests (or copies thereof) for passes 
(d) Records of passes issued 
(e) Records of passes received from other carriers.. . 
(f) Stubs of trip passes 
(g) Pass identification slips 
(h) Records of annual or term passes honored 
(i) Trip passes and free passenger-fare tickets col-
lected. 
(j) Void, unused, and unissued passes 
(k) Records of free passenger-fare tickets issued 
(l) Pursers' and stewards' reports of passes collected 
or honored. (See item 31c.) 
(m) Reports of trip passes issued 
38. Freight waybills: 
(a) Original local waybills and audited copies 
thereof. 
(6) Original interline waybills received from car-
riers and audited copies thereof. 
(c) Copies of all interline waybills made to other 
carriers. 
(d) Copies of all interline waybills moving between 
points on other lines to which the carrier is in-
termediate. 
(e) Company freight waybills 
(f) Copies of waybills furnished to joint traffic asso-
ciations, bureaus, and similar agencies if such 
copies contain no information other than that 
appearing on the original waybills or in other 
records. 
(g) Memoranda or slips on which are listed waybills 
sent to audit offices if such memoranda or slips 
are not used in auditing the accounts. 
6 years. 
6 years after expiration 
of tariff, etc. 
6 years after cancella-
tion. 
3 years. 
3 years. 
3 years. 
6 months. 
May be destroyed at 
option of carrier. 
3 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
3 years. 
3 years. 
3 years. 
1 year after current year. 
3 years. 
3 years. 
3 years. 
6 years. 
6 years. 
6 years. 
6 years. 
6 years. 
1 year. 
May be destroyed at 
option of carrier. 
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TRAFFIC AND OPERATING Cont inued . 
39. Baggage records: 
(a) Baggage waybills 
(b) Records of baggage handled 
(c) Used and canceled baggage checks (not excess 
baggage). 
(d) Excess-baggage checks (including C. 0 . D.), ex-
cess-baggage-book coupons, and excess-baggage 
permits the reports of which have been 
audited. 
(e) Record of baggage-check stock received, issued, 
or destroyed. 
(f) Unused baggage checks 
(g) Receipts from agents, pursers, stewards, baggage 
masters, and others for valuable letters and 
packages. 
40. Steamship records: 
(a) Ship's log 
(6) Ship's articles 
(c) Passenger and room list 
(d) Correspondence in connection with reservations. 
(e) Accident reports 
(f) Pursers' and stewards' berth and chair checks. . 
41. Operating department records: 
Superintendents' records pertaining to the move-
ment of ships, lighters, and barges. 
42. Instructions to agents and others: 
(a) Books and circulars of instructions to agents and 
others in the general file of the department in 
which the complete official file is maintained. 
(b) Surplus copies of books and circulars of instruc-
tions and copies in other departments and at 
agencies, if copies of the same issues are pre-
served in the general file referred to in item 
(a) above. 
MISCELLANEOUS. 
43. Reports to Interstate Commerce Commission: 
Annual financial, operating, and statistical re-
ports, file copies of, and supporting papers, 
except as provided in item 45 a. 
NOTE.—If the figures for above-mentioned reports are assem-
bled on memorandum sheets, such sheets constitute a part of 
the supporting papers and should be retained accordingly. 
44. Records of auxiliary and other operations: 
Records summarizing the results of operations 
other than water-line operations. 
NOTE.—Ledgers, journals, abstracts, reports, vouchers, 
tickets, etc., must be retained for the same periods as are 
provided for similar documents elsewhere in these regula-
tions. 
45. Statistics: 
(a) Statistical records (and supporting papers) which 
affect the annual financial, operating, and sta-
tistical reports to the Interstate Commerce 
Commission. 
(6) Statistical statements, statistical records, and 
supporting papers showing tonnage, reve-
nues, and expenses not covered by item (a) 
above. 
3 years. 
3 years. 
May be destroyed at 
option of carrier. 
May be destroyed at 
option of carrier. 
3 years. 
May be destroyed at 
option of carrier. 
May be destroyed at 
option of carrier. 
3 years. 
6 years. 
6 years. 
3 years. 
6 years. 
May be destroyed at 
option of carrier. 
6 years. 
6 years. 
May be destroyed at op-
tion of carrier. 
Permanently. 
6 years. 
6 years. 
3 years. 
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MISCELLANEOUS—continued. 
45. Statistics—Continued. 
(c) Perforated cards and similar devices when the 
information thereon is summarized on state-
ments or documents retained. 
(d) Reports of tonnage, revenue, and receipts used 
only for preparing statements of estimated 
revenue or expenses or the movement of 
traffic. 
46. Relief, hospital, and pension records: 
Employees' relief, hospital, and pension records 
other than records pertaining to the receipt and 
disbursement of funds. 
NOTE.—The records pertaining to the receipt and disburse-
ment of funds must be retained for the same periods as are 
provided for similar records elsewhere in these regulations. 
47. Written authorities and certificates of destruction of ac-
counts, records, and memoranda required by these 
regulations. (See pars. 7, 10, and 11.) 
48. Records of employees: 
Application for employment, service records, em-
ployees' rosters, and other records pertaining to 
employees. 
49. Duplicate accounts, records, and memoranda: 
Duplicate copies of accounts, records, and memo-
randa listed in these regulations, if all informa-
tion on such duplicates is contained on the 
originals or other copies retained, and if such 
duplicates are not specifically provided for in 
these regulations. 
50. Correspondence and records thereof relating to the 
subjects listed in items 1 to 49, inclusive. 
Period to be retained. 
1 year. 
May be destroyed at op-
tion of carrier. 
1 year. 
Permanently. 
1 year. 
May be destroyed at op-
tion of carrier. 
For the period pre-
scribed for each item. 
APPENDIX. 
The following forms are suggested for the use of carriers, but any 
other forms may be used provided they show the information required 
by the regulations. 
A. Form of resolution of Board of Directors designating an officer to have general 
supervision over the destruction of accounts, records, and memoranda. (See par. 2 
of the regulations.) 
Excerpt from minutes of the meeting of the Board of Directors 
of Company, held at its office i n . . 
on , 1 9 1 . . : 
"Resolved, That 
(Title of officer or name and title.) 
be, and he is hereby, designated as the executive officer of this com-
pany, to have general supervision over the destruction of accounts, 
records, and memoranda in accordance with the Regulations to 
Govern the Destruction of Records of Carriers by Water, effective on 
July 1, 1913, issued by the Interstate Commerce Commission." 
I hereby certify that the above is a true and correct copy. 
(Name.) 
(Title.) 
, 1 9 1 . . . 
B. Form of resolution of Board of Directors designating an officer to have supervision 
over the destruction of certain accounts, records, and memoranda. (See par. 2 of 
the regulations.) 
Excerpt from minutes of the meeting of the Board of Directors of 
the .Company , held at its office in 
o n . . . , 191- - : 
"Resolved, T h a t . . 
(Title of officer or name and title.) 
be, and he hereby is, designated as the officer to have supervision over 
the destruction of the accounts, records, and memoranda named 
below, the destruction of which is permitted by the Regulations to 
Govern the Destruction of Records of Carriers by Water, effective on 
July 1, 1913, issued by the Interstate Commerce Commission." 
Item No. in I. C. C. 
Form No. Description. Period. Regulations. 
I hereby certify that the above is a true and correct copy. 
(Name.) 
(Title.) 
, 1 9 1 . . . 
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C. Form of resolution of the Board of Directors naming a cremation committee for 
the destruction of canceled bonds, interest coupons, etc. (See par. 11 of regulations.) 
Excerpt from minutes of the meeting of the Board of Direc-
tors of the Company held at its office in 
on 191 . : 
"Resolved, That pursuant to the Regulations to Govern the Destruc-
tion of Records of Carriers by, Water, effective on July 1, 1913, 
issued by the Interstate Commerce Commission, the Board designates 
(Titles of such persons or names and titles.) 
to be a cremation Committee to act in conjunction with the repre-
sentatives of the trustees in the destruction of 
(List of and description of documents to be destroyed.) 
I hereby certify that the above is a true and correct copy. 
(Name.) 
(Title.) 
191 
D. Form of written authority of officer in charge of destruction of accounts, records, 
and memoranda. (See par. 5 of the regulations.) 
The Company, 
Office of * 
1 9 1 . . . 
In conformity with the authority conferred upon me by the Board 
of Directors, I hereby authorize and direct 
(Name and title or occupation.) 
, t o destroy the accounts, records, and memo-
randa of this company1 described below: 
Item No. in I. C. C. 
Form No. Description. Period. Regulations. 
(Name.) 
(Title.) 
1
 If desired, there may be substituted here "in his custody the destruction of which is permitted by the 
Regulations to Govern the Destruction of Records of Carriers by Water, effective on July 1, 1913, issued 
by the Interstate Commerce Commission," in which case it will not be necessary to list hereon the accounts, 
records, and memoranda. 
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E. Form of certificate of destruction. (See par. 8 of the regulations.) 
The . . Company, 
Office of 
1 9 1 . . . 
DEAR SIR: I hereby certify that I have this day destroyed the 
accounts, records, and memoranda listed below pursuant to your 
authority dated 1 9 1 . . . I further certify that no accounts, 
records, or memoranda other than those named have been destroyed 
therewith. 
Form No. Description. Period. 
Item No. in I. C. C. 
Regulations. 
Yours truly, 
(Name.) 
(Title or occupation.) 
o 
